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10 June 1954
REPORTS AND (ORZSPONDENCE HANAGHMENT BRANCH

I, Major Accorplishments and “dpnificant Developments During FY 195

1, Eajor effort was directed toward building a foundatlon for the
Agmnoy-wide Reports and Ccrﬂeﬁpoﬁdmca Management Programse—~ 1, €.,
oo corprised of plans, regulstory material, operating guides, and
publicity releases, To that end the i‘m.lcmng wore initiated:

ke Percent Complete
Program Yaster Plans 100
mm aﬁ”’l}.umnnu 90
*ﬁ&’?eﬂgonﬁfam:a Handbook® o[ ] 30
"S5treglining Your Writing® 75
- in Introduction to iiapcwta Henagenent! 95
#Carrespondence Eigzmimxm : 75
®inalyzing Requirerents for A&ﬁmmmtwe
and ﬁm}@mﬁnﬁ Reports® 8o
. ¥iacellenaoug publiclity fliers 90

2. The following ares programa ave in prosress:

2, L@ tatics Office Correspondence ﬁm%ment frogran - The
anelyeis of IVLOIOn 610 DUANCh Feaing riies Lneident to establlsh
ing the progran is LO% complete.

be Iﬁgs*&ies OPfice Heporis H@ﬁ%emant »’m;;z-‘zz - :’mms@u
m& for lusia %ng the Wrogram are ooing reviewsd by Labisu
axgc@ officials, Target slate for launching the prosren is 15 Jma
1954,

¢. Office of the Corplreller Neporis Mans ”‘e%;_t PIOSrRT -
Proposed guides are veing reviowed vy TTriclals of Tie UITlce of tie

Qﬁmﬁroi}.ar, An effort is being made to launch this snd the losistics

Office progranm gimaltaneously.

3. Headquarters-wide use of Lettercx was promoted 1 May 195k,
During that month the quantity of Letberex issued to building supply
TOOTS Wha émum for 87,50 cormgpsndenma asseriblies, Usage figures
indicate the Agency con exper inereased savings in the }re;;amﬁan
of 1ts mmafg;oﬂﬁeﬁac. Asguming conservatively z.m;t Letterex wiil ve
used for one million correspondence asser blies in FY 1955, clerical
effort valwed al S44,000 will be concerved, :
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- Ir, Ohjectives for FT 55 and Staitus of Current Progras

The cssential guldes are sufficiently complete % ensure Headquarters-
wide promotion of the Reporic and Correspondence Nenagemont Programs
during FY 55, Specific objectives are:

1. Complete those guides initiated in FY Sk,

2+ Bxtend the Agency Répwta and Correcpondence Manarement
Pmsﬁ%aa many Headquarters components as possgible,

3. DBevelop and naintain a central Index and file of cagse folders
on sach recurving sdoinistirative or managemont report submitted acroas
Headmquariers 1ines, and subnithed from fleld sctivities to leadguariers
Gﬁmmtﬁgt

s Collsborate with other Pranch Chlefs of the Recorda Management |
Diviglon In developing and maintelning a systenm for meaguring, collect- ;
ing, and reporting ssvings accruing fronm the Ageney Records Hansgement

Program, '

5 Develop, vaintain, and publish a correspondex covering the
shandmnd requests and reports submitled throughout Headquarters,

8, Invemtizate the possibility of stocking only umaternaried
(sterile) stationery throuzhout Headquariers,

7. Develop a CIA Begulntion for the preparation and, handling of !
dispatches, ‘ ' J\

8, Inventigate the poossible Headquarters-wide use of dispatch
forms in presssembled carbon interleaved sets, .

9. Develop and Izplement {in collsboration with the Office of
Tralning) a training progras in Reporte and Correspondence Managerent
for sporating personnel, '

10, Provide a continuous variety of publleity releases to stlmulate
reports and corvespondonce manszement consciousness, publicize area prow
gram secorpllslomnts, and exchange pansgesent idess,

IIZ. Progran Outlont for FYT 56

Ordginel plens based upon a staff of lealled for the es- 25X1|
tablighment of mrea reports end correspohience manajerent prosraus
Shroughout Hesdquarters by the end of FY 55, However, with budget

H=dtations resirieting the size of our staff to two analysts during ¥Y J

5 it 1s anticipated that this objective will be missed by 255 &r 3575. .

Accordingly, major effort in FY 56 will be direcied toward compleiing the f

sotablishrent of area prograws throughout leedquarters, and extending: tho |

25X1 prograns to] | 1
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